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Importing EAS Create File to Excel



Open Excel and click on the Microsoft 

Office button and select “Open”
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Find the EAS Create Text File and click on “Open”
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Click on the radial button to select 

“Fixed width”

Click on “Next >”
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You will parse the file manually by 

clicking to add a line in the 

character position for every column 

as described in the chart

Output  File Column Character 

position

Column 

Lent

Record Type 1 1

Unit Identification Code (UIC) 2-7 6

DMIS ID 8-11 4

Functional Cost Code 12-15 4

Service Unique Expense Element 16-20 5

Service Unique Program Element 21-28 8

Basic Symbol + Limit 29-36 8

Skill Type 37 1

Skill Type Suffix 38 1

Service Unique Occupation Code 39-45 7

Personnel Category 46 1

Duty Indicator 47-49 3

Source of Funds 50 1

Available Salary Expense 51-59 9

Non-available Salary Expense 60-68 9

Assigned FTE 69-73 5

Available FTE 74-78 5

Nonavailable Sick/Hosp FTE 79-83 5

Nonavailable Leave FTE 84-88 5

Nonavailable Other FTE 89-93 5

Available Workhours 94-99 6

Nonavailable Hosp/Sick Workhours 100-105 6

Nonavailable Leave Workhours 106-111 6

Nonavailable Other Workhours 112-117 6

After delimiting all columns click on 

“Next >”
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Click on the radial button to set column 

data format to “Text”

Click on “Finish”
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Once the Excel File is populated: header and footer records rows can be 

deleted, and headings as listed in chart on “slide 5” must be manually 

added
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